Title: Generating Form 941X

Generating Form 941X Transaction Code:
PU19

Purpose Use this procedure when you have submitted your agency’s Internal Revenue
Service (IRS) Form 941 for a past quarter and changes or retro activity has occurred
that would generate a correction document.

Trigger A correction or retro activity has been made to the agency’s 941 for a past quarter

Prerequisites The agency’s 941 has been filed with the IRS and the generation date has been
entered into the Tax Reporter.

& The 941X in HRMS is designed to capture payroll transactions/manual
adjustments that were entered after the Form 941 Generation Date has been
entered for that quarter. It is critical to the 941X process that the Form 941
generation date was entered at the same time the production Form 941 quarterly
reports are executed and mailed/filed. If this is not done the 941X may be
incorrect. If the agency has not entered the Form 941 generation date in a timely
manner they will need to do the 941X Form manually rather than in HRMS.

End User Roles Tax Reporter Role.

Change History Change Description

11/4/2011 Created

Menu Path Human Resources —» Payroll—» Americas — USA — Subsequent
activities — Period-Independent — Payroll supplement —» PU19 Tax
Reporter

Transaction Code PU19

Helpful Hint & If an agency has not generated the production run of the Form 941 for the
quarter and try to run the Form 941- Correction they will receive the below message:
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Title: Generating Form 941X

If Go To
You have already created a Form 941X for you agency, and need to Step 11
create another one for the same quarter

Procedure
Scenario:

An agency has filed their IRS Form 941 on March 31, 2011 with the IRS for the 1% quarter of
2011 (1/1/2011 to 3/31/2011) and entered the generation date of 3/31/2011 for the 941.

It was discovered in May of 2011 that a non-cash gross adjustment was not entered into the
system for an employee who received $10 of taxable money for meals.

The agency has entered the manual entries to correct the error and now needs to generate the
941x for the 2011 1% quarter.

1. Start the transaction using the above menu path or transaction code PU19.
=
| Tax Reporter Edit Goto  Tools  Utilities  Systerm Help

| & 2 0H e@Q CHE Dnon BE QB

Tax Reporter
|@. All mag. media files ||,§, Log Manager |

TDa}{[:FIDrmS Tax Company -
Carterly _ _ _
b (3 Quarterly Correction Eepnmng Period End Date =
B 3 Annual onsider Payroll Results up to o]

I (3 Annual Correction
(TEST run) . Generation/Filing Dates . Form Field Definition

2. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Tax Company R Agency’s four-character designation used for reporting
purposes.
Example: 1110 Department of Personnel
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Title: Generating Form 941X

Reporting R The reporting period end date
Period End Date

Quarter End date
1 3/31/20XX
2 6/30/20XX
3 9/30/20XX
4 12/31/20XX

Example: 3/31/2011
Consider Payroll | R Month end of discovery date
Results up to

Example: 3/31/2011

3.0¢Click P tothe left of [ Quarterly Correction

=
Tax Reporter Edit Goto Tools  Utilities Systern  Help

& | dH (@S (CHE ADO0 FHE | @&
Tax Reporter
|@ All mag. media files ||E Log Manager |

‘Tax Forms

Tax Company 1110 State of WA Departr &)
~ &1 Quarterly
2 Form 541 Reparting Period End Date 03/31/20811|01/01/2011 - 03/31/2011
B Form 341 Return Puerto Rico Consider Payroll Results up to 03/31/2011

B SuUl'wage Reporting

[3 Multiple Worksite Reports - State Level

B Multiple Waorksite Repart - Combined

@ Locality Wage Listing - County Level

[B Locality wage Listing - City Level

B Locality Wage Listing - Sch. Dist. Level
~ (J Quarterly Correction

B Form 941 - Correction

B Form 941 Return Puerto Rico - Correcti

B sUI'wage Repoarting - Correction

3@ Multiple Warksite Reparts - Correction

Farrm 241 - Correction (PROD. run) Form 841 - Carrection (TEST run) |, Generation/Filing Dates  F.

&) Online
k¢  Background
[[1  Print copies

Form 241 - Carrection (PROD. run)

5.Click the

6.Click the & Online

& Because the original Form 941 was generated for 3/31/2011, you will receive:
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Title: Generating Form 941X

IlI?'Infnrmatiun

than 03/31/2011

7. Press enter or click to clear message.

8.Enter one day greater than date in error message into Consider Payroll Results Up to
=
Tax Reporter Edit Goto Tools  Utilities  Systern  Help

& aldHICE (DRE S0 o0 | EE @
Tax Reporter
|@| All mag. media files ||E. Log Manager |

lexlhor || 72 Comparny fi111 State of Wa Departr 2

< [ Quarterly -
B Form 541 Reporting Period End Date 03/31/2011|01/01/2011 - 03/31/2011
3 Form 941 Return Puerto Rico Cansider Payroll Results up to 04/01/2011 |

[2) sUl'wage Reporting
B Multiple Worksite Reports - State Level
2 Multiple Worksite Report - Combined

B Locality Yage Listing - County Level
B Locality Wage Listing - City Level [§ Online I

Form 941 - Carrection (PROD. run) Form 341 - Correction (TEST run) . Generation/Filing Dates  F

[2 Locality Wage Listing - Sch. Dist. Level e Background
= &3 Quiarterty Correction I Frint copies

[E] Form 941 - Carrection

[8 Form 941 Return Puerta Rico - Correct
B 5U1wage Reporting - Correction

B Multiple Worksite Reports - Correction

9.To access the form click Em‘ms
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14
List Edit Goto Extras System Help
(Vi 1 AH e BHE HDON

' Tax Reporter

l Explanations ” Choose ” Expand all ” Collapse all ” Set section ” Properties ]

_ Form 941 - Cor

orrection Tax Reporter output

—{=] Forms | PDF Forms generated

a 941X for a tax company FED

| SAPScript Forms generated
ic Media | Magnetic Media files

| Reports generated
'Reporter Log Messages for the run

9.1 To View the form double click the text Q‘ 2 o e ta company

9.2 Either double click on the part list line or highlight the line and click on the display
glasses to open the form.

=
System  Help
& | D A0 e DHE cnoas DE @®
Part List of PDF Spool Request 27,420
= IR E R E R EE EE = E E ERE E
Part Mo |Date [Time | Pages| From Page| To F'ag:'e_l
| 1 02/158/2010 15:06:01 4 1
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Screenshot 1 of 2

Title: Generating Form 941X

rom 941-X: Adjusted Employer’'s QUARTERLY Federal Tax Return or Claim for Refund

Rev. January 2011) Deparmment of the Tressury Ieterral Reverwe Service OMS No 15450000
e 8| R O3 N[O]T
Chack the type of retuen you are Correcting:
Name (et your dade nome) Isu“d" E s
Trade neme & oyt | I O serss
Chack the ONE quarter you are comcuing:
PO Box 402
Al TRt xmvz.—l @ 1: nudry, Februxy, March
| | LA Joesor ||| CJanent e ame
= = = [0 3: iy, Avgust. segember

Read the instructions before completing this form, Use thes form to correct errors you made on
Form 941 or 941-58. Use a separte Form 941.X for each quarter that needs comrection. Type of
print within the boxes. You MUST complete all three pages. Do not attach this form to Form 941
or 941-55.

Part 1: Select ONLY one process.

D 1. Adjusted employment tax return. Check this box If you undesreported amounts. Also
check this box If you overreported amounts and you would ke 1o e the adpstment
mbcwnahmvwmudndlmbmlyaummmmboth
d and d on this form. The amount shown on line 21,
hulmmmoaﬁbemaumlomlmul Formn 94155, Form 544,
of Form 94455 for the tax period in which you are filing this form.

D 2. Claten, Chack this box ¥ you overseported amounts oaly and you would ke 10 use the
claim process to ask for 3 refund or abatement of the amount shown on ine 21. Do not
check this box f you are cormecting ANY undesrepored amounts oo this form,

D 4: October, November, Decanbes

Enter the calendar year of the quarter
you are correcting:

| ETTN

MM 7 DD /7 YYYY)

Part 2: Complete the certifications.

D 3. I certify that | have fled or will fife Forms W-2, Wage and Tax Statement, or Forms W-2¢, Corrected Wage and Tax Statement,

23 required.

Note. if you are correcting undesreportad amounts only, 9o to Part 3 on page 2 and siip lines 4 and 5.

4. of you checked ne 1 because you are adjusting ovesreported amamnts, check all that apply. You munt check af keast one box
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Screen shot 2 of 2

Title: Generating Form 941X

Nama (oot pour tode forme

Employesr Hentication somber TN,

Cnim!

Comahng quemsr 1 (L2 L4

Comsctng calendar year (7777)
2011

Column 4

State of WA 9876543210
Column 1 Col.nﬂ 2
Tetal corracted
_E-'l[.l l'.-iun

Tax courgction

6. Wages, tips and other
compensation (from Ene 2 of
Fomm S41}

ihh B oamous B Cobewl 0 wtee

7. Income tax withheld from

[ [ [ g
I

0.0] s

0 00| 000 =
m‘aﬂm.?rmlh!!ﬂ | I | |
Fomm $41)

8. Tazable social security wages | mm_m|_| 108177 .00 | ~ |

ffrom line 5a, Column 1 of

] x e[l

Form 241 or Form 941-55)

F ol 3 ORI 3 221 s, Y 1 P0U o DOMCIRG YO GITEIOVEN S DY, U BE1 Se irpucnm.

4. Taxable socisl ity

tfrom e sb, Cohumn 1 of 0.00] |

a_ou|=|

Form 941 or Form 941-55)

¥ e 2w comecing 3 2071wty gm 10l Bpsu e meecng your ompioyor S ony e JR] e imEurtem

10, Taxable Medicare wages and

sioa Miom s 5 | Colamn Vet || 108187 00| _ | 108177 00| _ | 10,00 X 029" -
Form $41 of Form 241-55) At i OFRTIG Y0l S SO Oy <t NS Lie BTN

11, Section 3121(q) Notice and D o

12 ""9'1 ns::f.:‘:mwnrmmm“ o m] I o.wl ] U-Wli‘&'. .

§ Coamplete Bnes

memamwere 4 4[4 e

B e e | q- | q- | ] rhr
quairter from line 65 of Form 2010, and before
41 or Form 341551 oy 1, 2011,

P ke eaplme s qanes | ood - | o0 - | 00 xo: -
m;:rﬁcdmmﬂlmrm

13, Tax adpastments = Copy Colemn
{feaan hies 7-9 (hftd Ta-Te fod | . ]_I | | | p

quarten ending before January 1.
2011 of Foem 341 or Form 941-551*

14. Special addition to wages for
federal Income tax |

sotlal security tames

-
15. Specal additon to wages for | ] ] I

16. Specal addiion to wages for |

17. Combine the amounts on lines 7-16 of Colurmn 4

" vt madate gy | o.00]_| 000 - | 000 B [ ]
iz 9 of Form 541; anly for guanen

nmwwl_m1p -~
payments from fine 122 of Form | 0o00|_| 0.00| | 0.00] Ecsee
41 o 541-55)

19b. Numbser of individuals provided
from line 120 of Form 941 or | I:]] ] I “] “ | 'UI Tx"m;;;:,
= for correctiens bo

19¢. Number of qualified employees. il —

paid exempt wagesTips
March 19-21, 2000 ifrom Bre 12¢ of I

d of 2010,

Fomn 841 of Fom 94 1-55*

19, Exempl wages nps pasd to
qualsfied employees

o o e
Fosmm 91 or Foamn 941-55*

20. Total Combsine the amcunts on lines 17-19d of Cohsmn 4. Continue on next page.

o - |
Manch 1931, 2010 from lne 12d of

Ba 2

[T T —
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Title: Generating Form 941X

10. To print the form immediately click the print icon
=
‘ List Edit Goto Extras System  Help

@ 2 0H CGe CHE DDoD DR @B
Tax Reporter

| Explanations || Choose || Expand all || Collapse all || Set section || Froperties |

Form 941 - Correction Tax Reporter output

—Trms FOF Forms generated
— I 1110 841% for a tax company

FED
Forms SAPScript Forms generated
Magnetic Media Magnetic Media files
Reports Reports generated

— & Tax Reporter Log Messages for the run

10.1 Click (Print)

=

| Print Edit Goto Swstem Help

|& sl eGe CHE 000 DR OB
Qutput controller: Print spool request 27420

=) e a]n

Print Parameters

Output Device EPD1 FrontEnd Printer for Tax Reported
Frontend Printer WoioppsolyD0230D0P2-204 &

Number of Copies |1

Pririty 3 9 = medium [
Cover Page

Recipient

Department

Title 0110 841 far a tax company FED

Spool Request

Name LIST75 | TAXF 12
Number 27, 420
Faormat G_RAW SAP Graphics: Raw data for SAPIpd/SAPWYIN

8of 14



Title: Generating Form 941X

@ If a Form 941X has already been filed for a quarter, and an error/or a late manual adjustment has
been keyed into the system for the same quarter you will need to create a new Form 941X to show the
new adjustment totals that need to be corrected.

Scenario:

Your agency has already run and filed the production Form 941X for the 1* quarter of 2011.

You have received notice that another manual adjustment is needed for $100 to match an employee for
the same quarter.

Example:

ERSS $ 100.00 0.062 | $ 6.20
EESS $100.00 | 0.042 | $ 4.20
ERMED | $100.00 | 0.0145 | $ 1.45
EEMED | $100.00 | 0.0145| $ 1.45
WH $ 100.00 WH
=

Systern  Help
& D dHI@e@ LHE SDLOD( ERE @b
Manual Entry Adjustment
Tax Company 1110 State of WA Depar. B
Reporting Period 81/01/2011| To [83/31/2311

Taxable and Tax Deposits, Interests, Penalties

Personnel No. 1 To |999588339
Tax Farm Group eaz To B
| | = o7y Retrieve
Pernr |Taxau IWksit |TxGr |Tax farm group text IF'ay date |Taxah|e or value ITax |Generati0n Date |Gener54 |
40000167 FED 0001 Withholding tax 0343172011 100. 00 1141542011 09: 14 ]
| |40000167 FED 0003 Employee social sec. [03731/2011 100. 00 4.20 1141572011 014 7
| |4pE00167 FED 0004 Employer social sec.. |03/31/2011 100. 00 6.20 11/15/2011 09:14
| |anooo167 FED 0005 Employee medicare t.|03/31/2011 100. 00 1.45 [11/15/2011 09:14
| |46000167 FED 0006 Employer medicare t.|03/31/2011 100. 00 1.45 11/15/2011 09:14

You have completed the manual entry, and will now need to generate another Form 941X using a
different consider payroll results up to date.

11. Access the Tax Reporter by entering the transaction code PU19 into the command field.
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Title: Generating Form 941X

=4

| Tax Reporter Edit Goto  Taols  Ltilities System  Help

| & 1 aH @ CHE D000 PR QB
Tax Reporter

|@. All mag. media files ||E, Log Manager |

Tax Faorms | ax Compary

E
b OO Quarterly - :
'
b (3 Quarterly Correction epaorting Period End Date =
b 3 Annual onsider Pawroll Results up to o]

I (3 Annual Correction
(TEST runj | Generation/Filing Dates . Form Field Definition

12. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Tax Company R Agency’s four-character designation used for reporting
purposes.
Example: 30000 Department of Social Health Services
Reporting R The reporting period end date

Period End Date

Quarter End date
1 3/31/20XX
2 6/30/20XX
3 9/30/20XX
4 12/31/20XX

Example: 3/31/20111
Consider Payroll | R Month end of discovery date
Results up to

Example: 4/2/2011

13, Click P tothe left of CJ Quarterty Correction

14. Click the [E]_Farm 341 - Correctian ¢ select.

5. Click | @ Online
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Title: Generating Form 941X

& Because a Form 941X for the 1* quarter has already been processed you will receive the

following warning message:

II:E’Infnrmatiun

than 04/01/2011

This is because the Form 941X now creats a new Amount Originally Reported each time an

o I5e 'Consider Payroll Results to' date greater,

adjustment is made for a quarter with a previously filed Form 941X.

& Generation dates should not be entered for Forms 941X. If a generation date is entered
no more Forms 941X can created for that quarter.

To generate the new Form 941X, enter the next day in the Consider Payroll Results up to field.

For example: 4/2/2011

=
| Tax Reporter  Edit Goto Tools  Utilities

Systern  Help

le NdHeee SHE DDa8 BEI@

Tax Reporter

|@| All mag. media files ||E Log Manager |

Tax Forms

a4 Lompan ale O epartrE
Tax Compary 111 State of WA Departr =

~ [J Quarterly
Farm 941
Form 941 Return Puerto Rico
SUlwage Reporting

Locality Wage Listing - City Lewvel

~ 31 Quarterly Correction
Form 941 - Correction

SUl Ywage Reporting - Correction

Multiple Worksite Repaort - Combined
Locality Wane Listing - County Level

Locality WWage Listing - Sch. Dist. Level

Form 941 Return Puerto Rico - Caorrecti

B Multiple Worksite Reports - Correction

Cnline

16. Click |®

Reparting Period End Date 0343142011 014012011
Consider Payroll Results up to 04/02/2011

- 03/31/2011

AT THETHEED (RIS - Sl LevE Farm 241 - Correction (PROD. run) Faorm 941 - Carrection (TEST run) . Generation/Filing Dates . F.

- you will receive the following:

®

Online

)

Background

Iu|

Frint copies
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Title: Generating Form 941X

||II?~r Selected form already exists.

The selected form has already been produced for:
Tax Company: 1111

Date of form generation: 03/31/2011

Consider payroll results to: 04/01/2011

Do you want to overwrite?

% ves [ % Mo 5] Info

17. CIick|“? es |

18. Click on the "™ next to Forms

=
List Edit Goto Extras Swstem  Help

|@ | I SO SHE DDnon
Tax Reporter

| Explanations H Choose H Expand aH|| Collapse aH|| Set section H Propenies|

Form 341 - Correction Tax Reporter output

*E;Drms PDF Forms generated

orms SAPScript Forms generated
Magnetic Media Magnetic Media files
Reports Reports generated

—&y Tax Reporter Log Messages for the run
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Title: Generating Form 941X

19. Double click on the form name

[=
List Edit Goto Extras System  Help

& 2 H@Ee DRE 8008 EE
Tax Reporter

| Explanations || Choose || Expand all || Collapse all || Set section || Properties |

[orm 941 - Correction Tax Reporter output

— &= Forms POF Forms generated
0 I‘1‘HEI 941% for a tax company FED
Forms SAPScript Forms generated
Magnetic Media Magnetic Media files
Reports Reports generated

—d&y Tax Reporter Log Messages for the run

20. Either double click on the part list line or highlight the line and click on the display glasses to
open the form.

Systern  Help

|& | DA H @@ LHE snoan BE @m
Part List of PDF Spool Request 27.420

(& [&A]FIBE]E[Fa] [Ea[=] [ S]] &]E 2] ] [m]
Part Mo |Date [Time | Pages| Fram Page| To Page|
E— - -
1 02182010 15:06:01 £ 1

|I:=’
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Title: Generating Form 941X

21. Screen shot of page 2 of the Form 941X:

Mame (rot your trode neme! Employer identhication numbser (EIN) | Comecmg guner 1 1.2 1 4
Comecting cabundar yaar (7777
State of WA Insurance Commissionss 916001093 2011
Column 1 Gmh.lm F] Cdl.mn 3 Column 4
Todal conmactad
-lﬁnll.l _ l-ln-iirn m-—n- | F—
‘.'m“u.mw -.* U B aveent m Coken § et
compensation (from Ene 2 of 103103 4 100_00 :hwfrwhml'.ao-
Fonm 241}
7. Income tax withheld from _ Cotsme
wages, tips, and other | 0.M|_| G.M|_| u'mlgf" -
compendation (from kne 3 of
Fonmm @41}
8. Taxable social security wages
Py gy L - | 108287 00| _ | 108187 00| = [ 100 00 I.ml:
Fomm 941 or Form 941-55) F o 7% COTRKTg 3 2071 SR, Vo4, 1 A S99 COTRCING AT SITHOP 3T OF9Y, NB DR. 598 INETions.
o =y | 0.00| _| 0.00|=| 0.00| x.m-=
Foem: S41 or Form 941-55) *F pouian oertng d 3011w, e Yk I I 3 DONRCENe WoUr Moy S Doy, Uk D1 366 rmucton.
1 axable Medicare wages
o“.jmﬂimilesqf_uhml.: | |omr_on|_| 1na1ar_oo|=| 1m'm| xw:
Form 41 or Form 941-55) U i i L TR e gl S S0y 158 S1EL L BT

1. Section 3121(q) Notice and

- Tax due on unreported ups from | 000 | 0.00] - | 0.00] e
lire 5 of Form 941 of Form 941-55)

12a. Number of qualified emp
e l q- | q - | o 22 12 and ¢
Hlnﬂ-mﬂl 55 landy for comections.
N o quanters ending
- mqnﬁ-w' s | o - | o = | q et Maeh 31,
= d'mlloﬁcﬂ: 1010, and before
S or Form 941-551 famuary 1, 2011.

12e. Exempl wagesips paud to o - 0 = [] 062 = 00
| o - | o - | CE
15"

P e tri e | 20s] | 202 R ot Y
quariers befare lanuany 1,
X011 of Feem 941 or Farm 541550

14 mmﬂ:mm | . |_|

-] _

15. Spedal addition to wages for _ S

16. mwumm | ] |_| ] |=| ]

1 ottt —
* mmwwﬁﬁ [ ﬂ-W|_| °-W]=| °-W| - E

lirez 9 of Form H‘l.'nrl;lllrm"
Mﬁmm . ]

Rt P i v 1 [ 0.00|_| 0.00| = | 0.00| Gsem | 0.00]
541 or 341-55)
15b. Number of Indrviduals provided
COBRA premium assistance | D| _| nl - | uI ox E
ifrom line 12b of Fonm 941 or 19 and 15d onlly
941-55) for conections bo
15¢. Number of qualified employ the second quatter
ﬂmﬁ%nmu [ "l - | :4 - I d SE
Form 941 or Form 947155

e T F Tt T
March 19-31, 2010 from bne 12d of
Fomn 341 o Form 94155

20. Total Combinm the amounts on nes 17-19d of Column 4. Continue on naext page.

[
P— [P TI S F——

Results

You have generated the 941X for your agency.
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